Indiana Department of Administration
PROCUREMENT DIVISION

SCM MOU Guide

Version 19.05-01

This is a reference tool for MOUs.

For the full instructions and troubleshooting guide for SCM Creating
Contracts and Amendments please refer to the Electronic Contracting

web page.


http://www.in.gov/idoa/3016.htm

Phase 1: Complete the Transactional Contract

Document

Main Menu >> Supplier Contracts >> Create Contracts and Documents >>
Contract Entry

1. Create the Transactional Document

Click Add a New Value tab
Click Add

2. Complete the Header Requirements

Enter/Look up the Contract
Administrator’s User ID
Enter/Look up the Vendor as the
State of Indiana (0000022460)

Enter/Adjust Begin Date
Enter Expire Date
Enter Description

Enter the Maximum Amount as .001
(if nothing is to be encumbered)

3. PO Order Contract Options
Click PO Defaults link
Enter/Verify Business Unit
Enter/Look up Ship To
Enter/Look up Dept (for routing purposes)
Click OK

4. Enter the Line ltems and Charffields

Contiract Category

In Contract Categories area entfer the
category (UNSPSC) as 01234567

5. Record M/W/IVOSB Subcontractor Participation
Click on the Tier 2 Details tab
Select Tier 2 Type: None
Click on the Contract tab

6. Save
Note the Contract ID number

A




Phase 2: Create the Text Coniract Document

Main Menu >> Supplier Contracts >> Create Contracts and Documents >>
Contract Entry

1. Initiate the Text Contract Document
Click Add a Document

2. Define the Document Type
Select Document Type SOI_MOU2
Edit Description (if needed)
Verify/Update Administrator
Enter/Look Up Sponsor (if needed)
Verify/Update Department

Select Requisition Type Memo of
Understanding

Click Create Document

3. Create the Text Contract Document

Select the appropriate answer to “Does
this contract require 10T approval?”

Click Next

Enter your Agency Name - the agency
completing the MOU

Click Finish

Fixing Wizard Questions

If a wizard question was answered incorrectly,
click Recreate Document to restart.

4. Review/Edit the Text Contract Document
Click Edit Document
Click the drop down arrow fo the right of Save
Select Save As
Select the location to save the file
Click Save
Click Open

Revise “State of Indiana” in the header

to the agency with whom the MOU is MEMORANDUM OF UNDERSTANDING
being created

Insert the MOU language to reflect the

terms appropriate for the agencies Contract #0000000000000000000016997
. orandum of Understanding (“Memorandum”) is entered into by and by

Updating the Text Contract Document nt of Administration and STATE OF INDIANA_ In consideration of the

Keep the header, the confract number and revise the 195, the parties agree as follows:

remainder of the document as appropriate including exhibits

and aftachments.



Revise “State of Indiana” in the
signature block to be the name of the
Agency with whom the MOU is being
created

Accepft/Reject all changes as
appropriate

Click Save

Click Checkin

Click OK

Click Browse

Select the file to be uploaded
Click Upload

5. Add Supplemental Documents

6. Internal Collaboration

Click Internal Contacts/Signers,
Collaboration Settings tab

Enter User ID, Security, click OK
Click Route Internally

Verify, provide instructions, click Route
Internally

Review/Accept Tracked Changes
Click Finalize Collaboration

External Signer

There is no External Signer since both are State
agencies

7. Send the SCM Contract Document for Internal Signature
Set-up Internal Contacts/Signers:
Click Internal Contacts/Signers, Signing Settings tab
Enter/Look up the User ID for the Internal Signer from both agencies

Select Required to Sign Document and Visible Signer checkboxes for
both Internal Signers

Enter the Sign Order for both Internal
Signers

Enter the Signing Title for both Internal
Signers

Click OK



8. Prepare Document for Signing
Click Prepare Document for Signing
Validate Internal Signers are correct
Click OK if Internal Signers correct. Click Cancel to update if needed.
Click OK to the “You need to enable the usage rights for Adobe Reader...” warning message

9. Save the Document
Click the drop down arrow fo the right of Save
Select Save As
Select the location to save the file
Click Save
Open the document to review
Close the PDF when the review is complete

10. Upload the Prepared Document
Click Upload Prepared Document
Click Browse to find the PDF
Select the file to be uploaded
Click Upload

11. Send the SCM Contract Document for Internal Signatures
Click Route for Internal Signature
Enter Comments/Instructions for both signers
Click OK

12. Document Completion of Contract Clearance Checks
Click Clearance Check

13. Send for SCM Contract Document
Approvals (Workflow)

Click Preview Approval to review the
Workflow Approval

Click Submit for Approval if correct



Phase 3: Execute the SCM Contract Document

Main Menu >> Supplier Contracts >> Create Contracts and Documents >>
Contract Entry

1. Dispatch
Click Dispatch
Click OK

2. Execute the SCM Contract Document
Click Execute Contract
Click Yes to post to Transparency Portal. Click No if the contract is not fo be posted.

3. Update the Transactional Contract Document status to Approved

4. Click Save



